
 
Configuration & Software JV Form Instructions 

 
(Server and Context will be filled in by ISD.) 

  
Software/JV Authorization  
 
This area is used to specify what ISD supplied software is to be 
purchased, transferred from another person or an old PC, and to 
provide information required to pay for the software through the 
JV process.  The columns used for this are: 
 
Software - provides the vendor name, product name, and 
license type of the software that is available through ISD.  
Microsoft Office is not purchased through ISD, however, for 
New PC or Recycle PC requests, it is required to indicate the 
version and source of the license for installation. 
 
To Be Purchased - you use this column  to indicate the ISD 
supplied software to be purchased by checking the appropriate 
check box(s).  If no software is purchased, you skip this column 
and the �JV Authorization� column and should indicate software 
to be transferred.  Otherwise, total the cost for all software being 
purchased and enter that figure in the box at the bottom of the 
column and fill in all areas of the �JV Authorization� column.  
Mark �To Be Purchased� or �Xfer� for a given product.   
 
Xfer - a mark in this column indicates that the corresponding 
software license is to be transferred from a previous employee 
or from the person�s existing PC.  Any mark in this column 
requires the �Xfer Userid� and �Xfer Name� fields of the �Individual 
Information� column be specified.  Only �To Be Purchased� or 
�Xfer� can be marked for a given product, not both.   
 
   
 
JV Authorization - if you are purchasing any ISD supplied 
software you must fill in all  the information requested in this 
column and have a person authorized to initiate a JV sign in the 
appropriate place.  If no boxes in the �To Be Purchased� column 

are marked, you do not need to fill in this column. 
 
 
 
 
 
 
 
 
 
 
 
Form revision date: 5/12/2005 

Software Information  
 
WIN XP Check Boxes - please indicate which operating system 
the PC will have by checking the appropriate box.  Operating 
systems other than these are not supported. 
 
Network or Standalone Check Boxes - please indicate if  the 
PC is connected to the network or is standalone.   
 
Notes Server - Indicates the user�s mail server for Lotus Notes. 
 
Printers - We need printer queue names and models (i.e. 
ENVNH13 HP4si MX). You can usually find a label on the printer 
with the information needed.    
 
Novell Groups - Please indicate any special Novell access 
groups or organizational groups that should be applied to the 
individual being set up. 
 
 

���� Recycle PC Minimums 
 
PC must meet the following minimums for ISD to recycle PC 
to a different user:  
Pentium 750 MHz, 256 MB RAM, 15 Gb Hard Drive, Windows 
XP Pro, CD drive, 17" monitor and a PCI 10/100 network card. 

Individual Information  
 
Userid - If the individual has an existing Userid within your 
organization, you should enter it here.  Otherwise, leave the field 
blank and ISD will assign a Userid. 
 
Name - Please provide First Name, Middle Initial, and Last 
Name of the individual the PC is being set up for or the software 
is being purchased for. 
 
Dept/Div/Workgroup - Please indicate the City department, 
division and workgroup where the individual will be working.  (i.e. 
 �DFA/PUR/WAREHOUSE�.) 
 
Title - Please indicate the title of the position that the individual 
currently fills. 
 
Location - Please provide a physical location of the office or 
work area of the individual (i.e. CCGC, 2nd FL, Rm 2061) 
 
Phone # - Please provide the individual�s phone numbers. 
 
Xfer Userid and Xfer Name - If there is any software licenses 
(i.e. Lotus Notes) being transferred to this individual we need the 
Userid and Name of the person that currently has these licenses. 
 �Current PC� is a valid entry when replacing a PC for a user. 
 
Delete USERID/Files - If it is OK to delete the Novell files of the 
individual specified in the Xfer Userid and Xfer Name, please 
mark the check boxes provided. 
 
SSN - The Help Desk will ask for the user�s social security 
number when they call for a password change. 
 
Emp. # - City Employee Number - The Help Desk will ask for the 
user�s employee number when they call for a password change. 
 
Mother����s mainden name / favorite color - This information will 
be used by the Help Desk when they call for a password change. 
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** Proof of License required,  
not purchased via JV process. 

 
 
 

 
 

 
 

 
 

 
 

 
 
JV Signers Name Printed 
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Novell Groups 

 
 

 
JV AMOUNT 

 
 

 
 

 
 

 
 

 
 

 

 
JV Signature & Phone  

 
 

 

 
 

 
  

 

REQUEST DESCRIPTION    INDIVIDUAL INFORMATION  
 
ISD SIGN OFF           Completed         Date 
                                      By 

 
 
 
 
 
 
 
 
 

 
�  New PC Install for new PC user 
�  New PC replacing existing PC 
�  Recycle PC to new PC user ���� 
�  Recycle PC to replace older PC 
�  Software   
�  Create Novell ID 

 
_____________________________ 
 
_____________________________ 
 
_____________________________ 
 
_____________________________ 
 
_____________________________ 
 

 
  UserID Serv Req _________________ 
 
  Setup Serv Req __________________ 
 
  Cabling Serv Req ________________ 
 
  Date Completed _________________ 
 
  Network Connection Available 
 � YES      � NO 
 
  Internet e-mail address: 
 
 _______________________________ 
  Example: Bsmith@cabq.gov 
 
   Form date:5/12/2005 

UserID Ck  
 
 
Server ID 
 
 
 
PC Setup 
 
 
 
E-Mail 
 
 

___________      _______ 
 
___________      _______ 
 
___________      _______ 
 
___________      _______ 
 
___________      _______ 
 
___________      _______ 
 
___________      _______ 
 
___________      _______ 

 
 

 
 

 
 

UserID 

Name (F/I/L) 

Dept/Div 

Title 

Location 

Phone # 

Xfer Name 

Xfer Userid 

SSN 

Emp. # 
 

 
 
__________________________________ 

__________________________________ 

__________________________________ 

__________________________________ 

__________________________________ 

Voice:_____________Fax:_____________ 

__________________________________ 

_______________    Delete � Userid  � Files 

__________________________________ 

__________________________________ 

___________________/_______________ 
Mother�s maiden name / favorite color 

 
 
 

 


	QuickMark

